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Open the presentation named Training.ppt, which is in the My Documents folder. 


From standard toolbar (Open) > My Documents > select Training.ppt 

> Open 
Or 

File > Open > My documents > select Training.ppt > Open 
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From standard toolbar (Open) > My documents > select Training.ppt 

> Open 
Or 

File > Open > My documents > select Launch.ppt > Open 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 3 of 110 By Talal Hassan 2007 





























ICDL 

PowerPoint Exams (v4) 



Create a new blank presentation. 


New tool from Standard Toolbar 
Or 

File > New 
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Save the Company Strategy presentation as an Outline/RTF file. 
You don't need to change the file location. 


File —► save as —► use the drop down list in the save as type box and 
select outline/RTF—► save 
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Save this presentation under a new name - SlraCecjy.ppt - into the current folder, 


File > Save as > Strategy.ppt > Save 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 6 of 110 


By Talal Hassan 2007 

































ICDL 

PowerPoint Exams (v4) 



ICDL Module 6 (PowerPoint 2000) Exams release 1.3 7 of 110 


By Talal Hassan 2007 



































































ICDL 

PowerPoint Exams tv4) 


... — ^. . 

1ST] File Edit View Insert Format lools Slide Show Window Help 


a 


-Ifll x| 


m v 

& ^ 

O -r T 

ifflnga 

II k A r - 

36 % - [?) , 


Times New Roman 24 B I U 

-r- . .-. - — . TT.I ' —.- 

1 CD Annual General Meeting 

Perth Grand Hotel 
7 th July 

2 CD Company Structure 

3 (B) Annual Sales 

4 CD One Year Plan 

* Increase Sales 

* Implement Restructuring 

* Change Stock Control 
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Click to add notes 


Slide 3 of 6 




Blends 


Save this file as a template file. 
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File > Close 
Or 

Small x 
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1 B Annual General Meeting 

Perth Grand Hotel 
7 th July 

2 Q Company Structure 
2 CD Annual Sales 

4 Q One Year Plan 

* Increase Sales 

* Implement Restructuring 

* Change Stock Control 
Mechanism 

5 CD Picture This 

6 CD The Target Values 


Remove the Formatting toolbar from the Microsoft PowerPoint application window. 


View > Toolbar > Formatting 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 


10 of 110 


By Talal Hassan 


2007 






























































ICDL 

PowerPoint Exams (v4) 



Change the default user name for this application to Lee Smith. 


Tools —► options —> General tab —► in the name box delete msingh 
type Lee Smith 
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Switch to Slide Sorter View. 


View —► select slide sorter 
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Create a Title Slide, with placeholders for both a title and a sub-title. 



Insert —► New slide —► select the title slide 
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This travel company uses an approved range of corporate templates. 


Apply the design template Sunny Days to this presentation. 


Format —► Apply Design Template —► Sunny Days —► Apply 
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Format —► Apply Design Template —► Sakura —► Apply 
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Access the Slide Master, and remove the graphic of the skier. 


View —► master —► slide master —► select the graphic —► press delete from 
the keyboard 
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Access the Header and Footer dialog box and add slide numbers to all slides except for the title 
slide of this presentation. 


View —► header and footer —► check the slide number —► check don't 
show on title slide —► apply to all 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 18 of 110 


By Talal Hassan 2007 

























































































ICDL 

PowerPoint Exams tv4) 



Double dick to add 
Clip art 


SUBMIT 


Click in tha title placeholder and add the title New Sales to this slide, 
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Click on (Click to add title) > type New Sales 
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Add the word Introduction as the first item in the bulleted list on this slide. 
Click SUBMIT when you have finished. 


Put the cursor on click to add text —► type Introduction 
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Change the second bullet on this slide from Bonanza sale to Mammoth sale. 
Click anywhere outside the bulleted list placeholder when you have finished. 


Delete the name Bonanza sale and type Mammoth sale 
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Put the insertion point at (Click here to add subtitle) 

> write PowerPoint 2000 > click anywhere outside placeholder 
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Use the basic Line tool to draw a line from dot X to dot Y. 


Select the line tool from Drawing toolbar > Draw the line from X to Y 
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Select the line style tool from Drawing toolbar > select 3pt 
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© Microsoft PowerPoint - [Presentation 1] 


i^T] File Edit View Insert Format Tools Slide Show Window Help 


Ti 


Times New Roman 


n us .3 ii 'k pl 39% 


Presenting a Slide Show 


♦ 35mm slides 

♦ On-screen 

♦ Web 

♦ Overheads 

^ BIMus e a light b ackground for ^ 
| overheads and a dark background ^ 
g for on- s or een pres entations. ^ 
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Straight Edge 


Change the font size of the selected text to 28 point. 


From formatting toolbar select font size 28 
Or 

Format > Font > Size 28 
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© Microsoft PowerPoint - [Presentation 1] 
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From formatting toolbar press S 
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Presenting a Slide Show 


* Jfunrr. slides 

* On-screen 

* Web 

* Overheads 


BraWLlse a light background far 4 
□ overhea ds and a dark background 0 


| Chang 


ie (lie font of the selected text Id Arial. 
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Format —> Change Case —► UPPER-CASE —► Ok 
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Double click on the clip art icon —► select animals —► select the lion 
apply 
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\£\ Microsoft PowerPoint - [Student Matvvation.ppt] 
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Slide 3 of 7 


A graphic has just been deleted from this slide by mistake. 
Use the command that would reverse this action. 


Undo from toolbar 
Or 

Edit > Undo 
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From Standard toolbar CUT > Select slide no 7 > Past 
Or 

Right click on the graphic —► cut —► select slide number 7 —► right click 
Paste 
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From Standard toolbar Copy > Select slide no 7 > Past 
Or 

Right click on it and select Copy > select slide 7 —► right click and select 
Past 
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ftitoShspes 
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A Wealth Of Knowledge 


Duplicate the selected hanks graphic Id Slide 1 lit Ihis presentation. 


From Standard toolbar Copy > Select slide no 1 > Past 
Or 

Right click on it and select Copy > select slide 1 —► right click and select 
Past 
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Undo 

Or 

Edit > Undo 
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If you wished to change the height of the tortoise graphic without changing its width, where 
would you click to begin? 


Height > 
Width > 


□ 


EfutiMin 






▼ 

Put the cursor here 
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Original proportions > fUafri ji 4^1 



► Click here 
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Access the chart AutoLayout feature, change the value in cell B1 from 27.4 to 50.3. 


Press the Enter key when you have finished. 


Double click on the (Double click to add chart) place Holder > select the 
cell B1 and type 50.3 > Enter 
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Double click on the (Double click to add chart) place Holder > select the 
cell A2 and type 26.5 > Enter 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 40 of 110 By Talal Hassan 2007 













































ICDL 

PowerPoint Exams (v4) 



Double click on the (Double click to add chart) place Holder > select the 
cell 1st Qtr and change it to type Jan > Enter 
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Change the type of this chart from a column to a bar chart, 



Chart > Chart Type > Bar > OK 
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Chart > Chart Type > Line > OK 
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Select the data series West and change the colour of this series from blue to yellow. 


Double click on any West columns > select yellow color 
Or 

From the chart objects drop down list select series West —► choose 
yel from fill color tool 
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Sam Elliot is the head of this organisation. 

Open the organisation chart in this slide and add the details showing Sam Elliot as Chairperson. 
Click any of the sub-ordinate boxes when you have finished. 

(You don't need to add comments) 


Double click on the organisation chart > in the first box select the (type 
name here) and type Sam Elliot > select type title here and type 
Chairperson > click on any box from the below 
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AutoShapes 


© Microsoft PowerPoint - [Company Presentation.)!#] 


Slide 2 of 4 

Blends 


4 



File Edit View Insert Format lools Slide Show Window Help 


& E@ n H 3 II k 'A T4 l 39% 




=& Common Tasks ” T 


Management Structure 


Double click to add org chart 


Times New Roman -r 24 ^ 


LeerGupta is the head of this organisation. 

Create an organisation chart and add details showing Lee Gupta as Manager. 
Click any of the sub-ordinate boxes when you have finished. 

(You don't need to add comments) 


Double click on the organization chart > in the first box select the (type 
name here) and type Lee Gupta > select type title here and type Manager 
> click on any box from the below 
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Sarah Mae is the leader of Hits team. 

Open the arc|anisaliDn chart in thk slide and add (he details shewing Sarah Mae as tililor. 
Click any of Ihe sub-ordinate boxes when you have finished. 

(Von don't need to add comments) 


Double click on the organization chart > in the first box select the (type 
name here) and type Sarah Mae > select type title here and type Editor > 
click on any box from the below 
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Add a subordinate box to Laurence, manager of Research. 


Click on the subordinate button —► click on the Laurence box 
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Slide 5 of 5 Default Design 

r- 

Add a co-worker to the right of Steve Rogers. 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 49 of 110 


By Talal Hassan 2007 



















































































ICDL 

PowerPoint Exams (v4) 



Draw a rectangle within the red square. 


Click on the rectangle tool from the drawing toolbar —► put the cursor in 
the red square and drag 
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Add an arrow head of your choice to the beginning of the selected line. 


Click on the arrow style tool from the drawing toolbar —► select the line 
starting with arrow style 
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Add any shadow of your choice to the green triangle on this slide. 


Select the triangle —► select the shadow tool from the drawing toolbar 
select any shadow 
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Click here 
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Apply the preset animation effect called Flying to the selected bullet placeholder in this slide. 


Slide show >Preset Animation > Flying 
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Vision Statement 


1 © Microsoft PowerPoint - [Company Strategy.ppt] 
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Apply the preset animation effect called Drive-in to the selected bullet placeholder in this slide. 


Slide show >Preset Animation > Drive-in 
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You wish to produce handouts of this presentation on A4 sized paper. 


File —► Page setup —> from the slide size for select A4 Paper —> ok 
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© Microsoft PowerPoint - [Presentation 1] 




^iSl.51 



r 


Slide 1 of 1 


Straight Edge 


You want the output best suited for an onscreen presentation. 
Check the appropriate settings, and if necessary change them. 




A 


File > Page Setup > in the slides size for select Onscreen —► ok 
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1 © Microsoft PowerPoint - [Presentation 1] 
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Common Tasks » T 



Presenting a Slide Show 


♦ 35mm slides 

♦ On-screen 

♦ Web 

♦ Overheads 

Tip: Use a light background for 
overheads and a dark background 
for on-screen presentations. 


4.IJ ► |BIDS? [ 


Draw t (*> AutoShapes ^ \ \ Q O [fl[ -di lill ^ T ^ T = 


fi 


±J 


Slide 1 of 1 


Straight Edge 


i 


Change the output settings for this presentation to those best suited for printing 35mm slides. 


File —► Page Setup —► in the slides sized for select 35mm Slides —► ok 
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File > Page Setup > Orientation > Portrait 
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Add a note to this closing slide saying: Presentation available online. 
Click anywhere when you have finished. 


Click on the click to add note —► type Presentation available online —► 
click any where 
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Run this entire presentation as an onscreen slide show. 


Slide show —► view show 
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Use the Microsoft Office Assistant to find help on 35mm slides. 


Help —► Microsoft PowerPoint help —► type 35 mm slides —► search 
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Access the menu option you would use to preview how this slide and its speaker's note will 
print. 



View —► notes page 
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Change the built-in layout for this slide to one that also includes a placeholder for a second 
bulleted list. 


Format —► Slide Layout —► 2 columns text —>Apply 
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Overview 
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Change the built-in layout for this slide to one that also includes a placeholder for a table. 



Format > Slide Layout > 
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Format > Slide Layout > 


n 

Irin 
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Access the Header and Footer dialog box and add the word Draft to the Footer of the 
current slide. 


View —► header and footer —> in the footer box type Draft —► apply 
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Access the Header and Footer dialog box and add the fixed date 04/D5/D3 to all slides in this 
presentation. 


View —► header and footer —> in the fixed box type 04/05/03 —► apply all 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 68 of 110 By Talal Hassan 2007 



























































































ICDL 

PowerPoint Exams (v4) 



Change the colour of the selected text to purple, as shown in the following sample. 


From the font color tool in the drawing tool bar select the purple color 
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Increase the line spacing after each of the selected bullet points to 0.2 lines. 


Format —► line spacing —► in the after paragraph section select 0.2 —► ok 
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Select the auto-shape of the U-turn arrow and rotate it precisely 90 degrees to the right. 
(Do not use free rotate for this task). 


Precisely > LaUj - 


Select the auto-shape —► Draw from the drawing toolbar —► Rotate or Flip 
—► Rotate right 
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Select the Auto shape (U-turn) > Draw Flip or Rotate > Flip Horizontally 
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^bbfihapK 


Select ill e AutaShjipe af Hie U-Turn arrow and flj]] it vertically. 


\i-'\ Mirjs usd ft Pulvee Paint - JSturieml: MutrvdEion.pirt) 


sj Esffc V&w Insert- Format loots 5l[fe Shopj Help 


misE 




Dfi^e my & - & anas -ojis^ ^ m 

j Times NewRomm , ?4 - | B / O S |[^* SJ S |= i= | /£ * | 4 j && CwmooT^kS' 


Student Activities 


Select the Auto shape (U-turn) > Draw Flip or Rotate > Flip Vertically 
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Align the selected auto-shape centrally between the left and right edges of the slide. 
(Do not use click-and-drag for this task). 


Double click on the auto shape —► position tab —► in the horizontally form 
select center 
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A second presentation is o|>£^. Make Sales.ppt the active file. 
Alt + Tal> is not available for this exercise. 


Select Sales.ppt from the task bar 
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Change the zoem level of the current view to Fit. 


From the zoom tool from the standard toolbar —► use the drop down list 
and select fit 
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Oval > 


Select the oval from Drawing toolbar > draw within the square 
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Insert a text box within the red square. 


Select text box tool from the drawing toolbar —► put the cursor in the red 
square and draw the text box 
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Gfckand drag to hsertan ftutoShape. 


Draw a rectangle within Ihe rd square. 


0 Microsoft Pctvuei Puim: fSludenrt MotmEHKn.pptl 


j EJ& Edit lnswt. formafc Eacte Sisfe Show syjndovt NjcJp 

'dcsb;s!? *->-<■■- - m rjWJ 

T’lmc^Ncw Romwi i ▼ I B I D H ||^ S 3 | | ♦ + ^ Cptman Tssly £ J 


All The Way To The Moon I 
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View —► Slide Master —► select the Oval tool from the Drawing toolbar 
draw it in the red box 
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["ij MirjEUSLifi. Paint ■ fSturirart hMrvHfron.pfrtl 


Ele Efffi l^ew Insert fawnalt Epots SljJsShow iUjcirtovt ti.dp 




j'O H rn ¥ & Sa> ® <? *0-r r» - ft E0 n fl \31 Is* *4 & 36% 
j Times New* Ramon » W ^ | J / 0 S |fs" B -9 j™ || Qmwwflfvks’- . 


AM The Way To The Moon 


Access the Slide Master and odd o rectangle Inside the red ho*. 


View —► Slide Master —► select the rectangle tool from the Drawing 
toolbar —> draw it in the red box 
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View —► Header and Footer —► Date and Time —► Update Automatically 

—► apply to all 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 82 of 110 


By Talal Hassan 2007 































































ICDL 

PowerPoint Exams (v4) 



Change the type of bullet used in this list to the one shown here. 


Format —» bullets and numbering —*■ select this bullet —► ok 
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Access the chart AutoLayout featm e. change the label East to Sales and press the Enter key 
when you have finished. 


Double click on the add chart —► select the cell contains the word East 
and type Sales —► press enter 
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Change the colour of the selected line to hluelH. 


Click on the line color tool from the drawing toolbar —► select blue 
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This graphic contains three auto-shapes - the sun, mountains and a blue rectangle 
representing the sky. 

Use the appropriate command to bring the mountains in front of the sun. 


From the draw tool in the drawing toolbar —► select order —► bring to 
front 
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Common Tasks 
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Notes 1 of 8 


Dad's Tie 




Print one copy of the Notes Page for all of the slides in this presentation. 


This is a simulation - you do not need to have a printer attached to your computer. 




HP Laser Jet 2100 Series PCL 6 


Status: Define printer; Ready 
Type: HP Laser Jet 2100 Series PCL 6 
Where: VMainSvrVHPLaserJ 


Print range 

C All C Current slide ^ Selection; 
C 

Slides: f 

Enter slide numbers and/or slide ranges. 

For example, 1,3,5-12 


~3 



I - Collate 


Print what: 

rffandbyts.-^-- 



Slides 

Slides per page: |fe ^ j 

QO 

□o 

I3Q] 


Handouts 

Order.: & Horizontal- C vertical; 



V Scale to fit paper 


Outline View HP 


—Kur h uidLK. di iu wi me 

i— 

f” Frame slides | j 

Cancel | 




m = □ SS ¥ I 

Draw ^ | (•> AutoShapes - \ ^ □ O H <4l L&1 

Notes 1 of 8 Dad's Tie 


File 


Print one copy of the Notes Page for all of the slides in this presentation. 

This is a simulation - you do not need to have a printer attached to your computer. 

Print > All? > in Print what: select (Notes Pages) > Ok 
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OH] File Edit View Insert Format Tools Slide Show Window Help 




& n a ^ | m ^ ^ 
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Times New Roman ^ 24 ^ B 7 U 5 
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: =i'.'Z Common Tasks ^ T 
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Draw t 



Marketing Strategy 
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Vice Prciidenl- Marketing 
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(£} AutoShapes ^ \ \ □ O H jjEJ ^ ^ ^ ^ ^ = h.™ 


Notes 1 of 8 


Dad's Tie 





JL 


Print 1 copy of the Notes pages for slides 2 to 5 {inclusive} in this presentation. 


Inclusive > 6*^ - 


File —► Print >in Print what: select (Notes Pages) 

> in slides: type 2-5 >Ok 
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Slid show > Hide Slide 
Or 

Right click on slide 3 —► select Hide slide 
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Copy slide number 2 and paste it as slide number 4 in this presentation. 


Right click on slide number 2 select copy —aright click after slide 3 select 
paste 
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| Microsoft PowerPoint - [Present ation4.ppt] 




^!] File Edit View Insert Format Tools Slide Show Window Help 


2<l 


□ ^ y & m ® 0 ^ 0 -^ 




69% 


- © ^ 
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No Transition 


No Effect 
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@ Common Tasks ^ T 
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Organising Committee 



E 3 □ SS ^ | 


Slide Sorter 


Default Design 


m 



■ 

Select slide number 1. 

Copy slide number 1 and paste it as slide number 3. 


Select slide no 1 > Copy > click by mouse between slide no 2 & 3 > paste 
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Duplicate the selected slide as slide number 2 in Company Strategy, which is also 
currently open. 


Right click on slide 2 — ► select copy —► Select Company Strategy from the 
taskbar — ► right click after slide 1 and select paste 
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Select slide no 2 > Delete from Keyboard 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 93 of 110 


By Talal Hassan 2007 































































ICDL 

PowerPoint Exams tv4) 


© Microsoft PowerPoint - [Presentation 1] 


1ST] File Edit View Insert Format lools Slide Show Window Help 
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No Effect * 
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Creating Presentation5 
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Adding bulleted text to a slide 
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Slide Sorter 

Straight Edge 
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Apply the slide transition effect, Box In, to just slide 1. 
Set the speed of transition to medium. 


Slide show > Slide Transition > select Box in > speed Medium > Apply 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 94 of 110 


By Talal Hassan 2007 











































































ICDL 

PowerPoint Exams (v4) 


|0 Microsoft Punvei Point - fCurnpaiTy Strategy.pjrE] 
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Slide Softer 

Dad'sf la 



Change the transition effect on the selected slide to Cover Dewra and change the speed of 
transit! en In slew. 


Slide show > Slide Transition > select Cover Down > speed Slow > Apply 
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frlnuE ihn sbIbdIe'eI slide in this iiresBRtalEDn and place it hetyreen sltdas number 2 and 3 in 
Sales, ppt, which is also currently open. 


Cut > active Sales.ppt > click by mouse between slide no 2 and 3 > Paste 


ICDL Module 6 (PowerPoint 2000) Exams release 1.3 96 of 110 


By Talal Hassan 2007 





























































ICDL 

PowerPoint Exams (v4) 



Change the background colour of just the current slide to blue. 


Format —> back ground —► from the drop down list select this color —► 
apply 
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Draw ^ 


Slide 6 of 7 


Capsules 


A 


You no longer need the triangle auto-shape. 
Delete it now, without placing it on the Clipboard. 


Select the auto shape —► press delete from the keyboard 
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PowerPoint Inis detected a spelling error on this slide. 

Use the spell checker to correct the spelling of just this occurrence of the word, meditation. 


Right click on the word meditation 
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fttltoShapcs 


Dei'dUl 


PowerPoinl has deTe-ried a spalling error on thi^-slide.. 

Use the spell checker 1o ccrrecltlie spelling af jusllhts occurrence of (lie word, exercise. 


0 Miciosoft Puivei Paint ■ fHeeBlh PromoiiorLppll 


t] £jle Esft l£cw ln»rt Format locts Skde Show ^daw Hdp 


24 , j 

a io s p 
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+ * , 

Cttfimw! Tiila * „ 


Health Promotion 


I * |While healthy diet and are 

| valuable in improving the health of our 


bodies, it is the health of the mind which 
really affects longevity. 

Attending classes in yoga and meditation 
can help to both focus and relax the mind 
and spirit. 




Right click on the word with wavy line > select exercise 
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Add tin image of a Frog to this slide from the Animals categoiy of the Microsoft Cli|> Ait galleiy. 



Insert —► picture —► clip art —► Animals —► Frog —► Insert 
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A fascinating addition 
to the garden 

2 :HJ Get ting the Border right 

* Quality paving adds to the 
safety ard appearance of 
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IS 11=: 




Getting the Border right 


■* Quality paving adds to the safely and 
appearance of the pond area 


A graphic named hird.jpg is stored in the current ItTy Pictures fa tele r on the hard disk of this 
computer 


Insert the image into this slide. 


Insert > Picture > From File > select My Picture location > select bird.jpg 
> Insert 
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Print 3 copies of the outline of this presentation. 


File —► print —► in print what section —► select outline —► in the number of 
copies section select 3 —► ok 
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| afl Microsoft PowerPoint - [Present ation4.ppt] 
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Slide 4 of 5 
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Capsules 


Select the arrow graphic and flip it horizontally. 
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Select the arrow graphic and flip it horizontally. 
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| Change the zoom level of the current view to 5D%. 
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If Maria ware deleted from this organisation chart, which one of the following 
statements would be True? 


O 

O 


o 

o 


Miguel and Lee would become 
sub-ordinates of Paul. 


Alexandra Skimorovski 
Senior Operations 


Miguel and Lee would report 
directly to Alexandra. 

Miguel and Lee would become 
co-workers of Nairn and 
Michelle. 

You would be prompted to give 
Miguel and Lee a new manager. 


Maria Resting 


Paul O Shea 

Head of Marketing 


Head of Sales 


Miguel Farfan 
Marketing Research 

Lee Moore 
Interdepartment 
Liason 

Nairn Lillith 
Eastern Region 
Sales 

Michelle Smith 
Western Region 
Sales 

r 




1 ■ 

Beth King 
Divisional Sales 




Click on one of the radio buttons. You can change your response if necessary. 
Click SUBMIT when you have finished. ^ 


o Miguel and Lee would report directly to Alexandra 
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If Laurence were deleted from this organisation chart, which one of the 
following statements would be Tree? 


G 


Mi and Chan wouJd be-iome 
subordinates of Pal¬ 


let ft 
He^dal ^aerations 


O 

G 

Q 




Ali and Chan would report directly to Lee 
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Rehearse presentation with timings, 
transitions and animations. 

Making global changes to your slides. 

Work with the structure of your file. 

Identify slides that have transitions, 
animations or are hidden. 



Outline 

Slide Sorter 

Slide Show 1 

I Master 







1- Slideshow 

2- Master 

3- Outline 

4- Slide sorter 
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Making global changes to your slides. 

Work with the structure of your file. 

Identify slides that have transitions, 
animations or are hidden. 

Insert a picture. 


Outline- 


Slide Sorter 


Slide 


Master 


f SUBMIT j 


Master 
Outline 
Slid Sorter 
Slide 
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